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This reference document contains sample checklists, worksheets, and
templates.  Table D-1 presents a matrix to help you determine which job aids
will be most helpful to your project and where they are located in this
document.
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Use these checklists, worksheets, and templates as models for tailoring
your own project-specific job aids. These samples are provided as a
reference only; they were designed to offer ideas and to serve as baseline
forms which can be tailored and altered to fit your specific project. (Using
them as they are presented here is certainly possible, but they may lack
critical information for your specific project.)
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Purpose: A GAO audit of HUD Year 2000 renovation efforts is highly
likely.  Use this group of checklists from GAO to ensure that your renovation
project meets General Accounting Office guidelines.  (This checklist was
drawn from the GAO Document GAO/AIMD-10.1.14, Year 2000 Computing
Crisis: An Assessment.)
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❏ Awareness
❏ Assessment
❏ Renovation
❏ Validation
❏ Implementation
❏ Program Management
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Purpose: Use this checklist to identify a single application and to verify
that all needed source statements are located.
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!��2
❏ ;���%��(:����0��0::��C�-���:)�C
!��2

❏ 0����&��������C
!���(0���
!��2
❏ 0����&�F,�%!����C
!��

❏ -�"��C
!���(�-G��-�G2

❏ 8
�"�C
!���(8?G2
❏ )�
���:�����8
5���
���(C�?0G�2
❏ )�
���:�����8
5��������������,�%!�����(0�2
❏ B�)�C
!���(0�-:,8E��8,?G2

❏ ����,������%��C
!��C��&���

❏ ��%�&�����
��
❏ :�����?�&5�����������$���
5!���G��*!�� ��5!��:����
❏ ;�%��
��������
���,����&��
���(�����?�&��=�:���*���2
❏ ;�&$!������
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.���*���������"������/��
���
����

Purpose: Use this checklist to verify that all necessary date changes have
been completed for the module.


��&�"��������
������  ������)��

)�&���������  ������5����

���
�-����)��

���"�������

.�������

2����������

9��������

1��"�����,�����

$������,�����

2�"�����&&��+� 5����

)�������2�"��%&&�

#�������#��������� Instructions:   Check the boxes according to the following criteria:
Yes if step performed resulted in code changes.
No if step performed did not result in code changes.
N/A if the step is not applicable.
Verified  when you are done.

��� 5� 7���&��� 50$ 2�����0�
���"�� ����*��������0�2������ 5�����

❏ ❏ ❏ ❏ :�
����������
�*�,�$�����%�&���� A��"���
�

❏ ❏ ❏ ❏ ��������%��%�������&�HHHHHH�(���������!
5��������%���
 ����
��

&��� �&�������!2��*�
��5!��*
���!�%"#��0��%"������!!�$
�%��

������I%�$�!
5����08+E08�����������#��:!�%��%����
�

$�� ��&&��J������!�$&����!
5����#

;���%��0���

❏ ❏ ❏ ❏ ���������0���

�$���������$�� ��&&��J��%��� ��!� #

,�%��$���������
 ��%��� ��#

,���������� �
� ����&��
�����*��"
� ������ ��%�$�5��"��
����&

!�������!����5����������%��� ��#

��%�&����%��� ������%�$�5��"�#

�$������;���%��0���

❏ ❏ ❏ ❏ ���������$�%"� �1

)��������

E6$�%��������!��

0�&$������)���
� �-����
�!� ���

��&$!����

❏ ❏ ❏ ❏ E6�%����$�� ��&���������#

���
�*�%����%��� ��#

���������	


������%���
�
���!
���#

�����
!��%�&$����$�� ��&�#

������&$!����������%���!�����!��#

�$������;���%��0���

�%���!�����!��

❏ ❏ ❏ ❏ �������%�������
!��!!�������������
6��#

���
�*�%�&&���$�
���������������$
%�!!����%���������������#

�����	


������%���
�
�����6�%�������%%�����!!�#

E6$�%��������!���K��%���!�����!��#

0�&$������)���
� ���!
����5!��

❏ ❏ ❏ ❏ ;�������������!�� 0�&$������)���
� ���!
����5!��

❏ ❏ ❏ ❏ 0��%"�����%��%����5�%"�
����!
5��������%���
 ����
��

&��� �&���������&#

0�&$������)���
� ���!
����5!��
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��� 5� 7���&��� 50$ 2�����0�
���"�� ����*��������0�2������ 5�����

❏ ❏ ❏ ❏ 0�&$!�����������%�&���������&����������*��"���5�
��%����

##LHHHHHHHHHHHHHHHHH

0�&$������)���
� ���!
����5!��

❏ ❏ ❏ ❏ ;�5&
������;
 �.���#

-��
����%%���
� !�#

0�&$������)���
� �E6
�

0��%"!
��

❏ ❏ ❏ ❏ 0�&$!������&�
�
� ���%�&�����
��#��(�$����
����������
&$�%��


������%��%��� �����%#2

0�&$������)���
� ���!
����5!��

❏ ❏ ❏ ❏ 0�&$!����&
 ���
�����7��������&���������6��!���!��������
� # 0�&$������)���
� �E6
�

0��%"!
��

������			�����
)�����

Instructions:  Check the boxes according to the following criteria:
Yes if step performed resulted in code changes.
No if step performed did not result in code changes.
N/A if the step is not applicable.
Verified  when you are done.

��� 5� 7���&��� 50$ 2�����0�
���"�� ����*��������0�2������ 5�����

❏ ❏ ❏ ❏ ��$!�%���!!�%�!!��������.�����	


�%�&$!
�������������
����*
��

%�!!����������	


�%�&$!
�������������
���#

E��&������*���������*�����!�����������
����*����%��� ������

��
��&���!�#

❏ ❏ ❏ ❏ :�����&���������!
���
�����������%��%�!!���������	


�%�&$!
���

���������
���#

❏ ❏ ❏ ❏ E6$����������
�!���*
���	.�
 
���������$��������
��������!�

%������#

�������%��;����&M
�
���	


�������������!��
����$�������������


&$�%����
��&�#

��%���!!������������5����
����
�
�����������$$���%������5���

��%
����(�6$�������*
���*21
���E6$���������������
����
��&��
%��$����
����(N��.��+��O�

0�-:�)E2#

���E6$���������������
��0���
�
����(P��Q��PK#�QK2#

���E6$���������������
��,������!�;����(;���;����G��2#

5������,��������
�!��
����*��"����
�5!��������6$���+�����
�������

��&�����
�5!��E!���-����������
�!�������*��"����
�5!���������

��������
�5!��*����%�&$��
� +%�&$��
� #�-�"��������!!

%�&$���������%�&$���������%��� ������������*!�����
����*��"

���
�5!�#

0��%"������!!�*��"
� ������ �� ���$������������
�%!��������

�
�!��#�)����� ���$��
�!������������
��%�&$����
����

%�&$��
���������������#��������%�����$���
� �%��������
�!�����

������������
�!����������"����������������������������������%����#

❏ ❏ ❏ ❏ ��$!�%���!!����&���%������
��������
�!
���������
�!����!
���
��

*
���%�!!����������	


�%�&$!
�������������
���#

❏ ❏ ❏ ❏ ��!�����!!�
�!
���%����������
���
���!� 
%#

❏ ❏ ❏ ❏ ��!���������%�����%���������!���#

❏ ❏ ❏ ❏ ���
����������!����������!
����!�� ���$����A;#

❏ ❏ ❏ ❏ ���
�����*���������
�5!���5�������������6
��
� �������
�!�

��&��#

❏ ❏ ❏ ❏ ��!�����$�%
�!�%��%"�����������

#

❏ ❏ ❏ ❏ 0��������!!��00E:)������&��������%�!!����������	


�����

����
��#
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���"����)����*������
���"�����
�����

Purpose: Use this worksheet to describe the changes being made to a given
program.


��&�"��������
������ 2+�����5����

)�&��������� 2+�����$����+��

���8����5������

���"����)��

$������

�����

���"����)����*���������� 
���"�����
�"��)� �������������&�)����*������
���"�


���"������
��"�
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'�������"�������������&������
�������������+�(
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��*������01���"�����������2����&�������

Purpose: Use this sample conversion/bridge template specification to plan
and design a bridge program.


��&�"��������
������ 
��*������01���"�����������)��

)�&��������� 
��*������01���"�����������5����

����&���0����������+���

����&���0���������������������

����"���0$���+���

�����

2�"����%&&�1+�

�������������&�
��*������
���������4�����������+�

Use this template for a bridge program that handles only a sequential file
including a single record type.

���������2����&�������� This template specification consists of these parts:

��� Program,
���B. JCL,
���C. PROC, and
���D. Recovery Job.

$�����"��� This program includes:

���Identification Division,
���Environment Division,
���Data Division, and
���Procedure Division.

)�����&����������*������ ���"����5����

9�*�����������*������ File Control

Select the following files:

4����5��� $���"����� 4����2�����

,?:�).C,8E ��)E.C,8E.,? A;.;)�)�;.,?

��):�).C,8E ��)E.C,8E.��) A;.;)�)�;.��)
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File Section

Define input and output files with the same layouts (copybook name):

���Recording mode is F.

���Label records are standard

���Block contains 0 records.

�������*����� Working Storage Section

Steps:

 1. Define WS-FILE-STATUS.
 2. Define WS-LITERALS.
 3. Define WS-CONSTANTS.
 4. Define ABNPGM-DATA.

1. Define WS-FILE-STATUS.

4�������� �+�� 7����

A;.;)�)�;.,? :,0�R(	2

A;.;)�)�;.��) :,0�R(	2

2. Define WS-LITERALS.

4�������� �+�� 7����

�B?:�- :,0�R(�2 @�B?:�-<

3. Define WS-CONSTANTS.

4�������� �+�� 7����

4. Define ABNPGM-DATA.

4�����5��� �+�� 7����

�;E�.0��E :,0�;�(�2�0�-: N


��-:.0��E :,0�R J�J

5. Define the century field

01 WS-DATE1.
03 WS-DATE1-CC        PIC 99.
03 WS-DATE1-YR        PIC 99.
03 WS-DATE1-MON       PIC 99.
03 WS-DATE1-DAY       PIC 99.

6. Include the copybooks for the record layout.
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������������*����� (Hint: Refer to date routine documents if needed.)

0100-MAINLINE.

���Perform 1000-HOUSEKEEPING.

���Perform 2000-PROCESS-TRANS.

���Perform 4000-WRAP-UP.

���Stop run.

1000-HOUSEKEEPING.

���Open input and output files.

���If file-status not equal to zero, call 9000-ABEND-OPEN-FILE.

���Perform 8000-READ-DATE-FILE.

2000-PROCESS-TRANS.

���Move input record to the output record.

���Perform 2100-CONV-DATE1

���Perform 2200-CONV-DATE2

���Perform 2300-CONV-DATE3

���Perform 2400-CONV-DATE4

���Perform 2500-CONV-DATE5

���Perform 2600-CONV-DATE6

���Perform 2700-CONV-DATE7

���Perform 2800-CONV-DATE8

���Perform 2900-CONV-DATE9

���Perform 3000-CONV-DATE10

���Perform 3100-CONV-DATE11

���Perform 3200-CONV-DATE12

���Perform 3300-CONV-DATE13

���Perform 3400-CONV-DATE14

���Perform 3500-CONV-DATE15

���Perform 3600-CONV-DATE16.

���Perform 3700-CONV-DATE17

���Perform 8100-WRITE-DATE-FILE.

2100-CONV-DATE1.

���* IF WS-DATE1-YY > 75

���* MOVE 19 TO WS-DATE1-CC

���*ELSE

���* MOVE 20 TO WS-DATE1-CC

���*END-IF

O?���1�A;.��)E�.00�
�����
�����������%��������
�!������������$�����%���#

2200- to 3700-

���Perform the same steps as 2100-CONV-DATE1. Instead of the

field DATE1, use the appropriate fields to be converted.
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4000-WRAP-UP.

���Close input and output files.

���If file-status not equal to zero, call 9300-ABEND-CLOSE-FILE.

8000-READ-DATE-FILE.

���Initialize input file record.

���Read input file into DATE-FILE-RECORD at end call 9100-ABEND-

READ-FILE.

8100-WRITE-DATE-FILE.

���Write output file from DATE-FILE-RECORD of output file.

���If file-status not equal to zero, call 9200-ABEND-WRITE-FILE.

9000-ABEND-OPEN-FILE.

���Display ‘OPEN ERROR ON DATE FILE’.

���Display ‘FILE STATUS IS’ + file status.

���Move open-user-code to USER-CODE.

���Perform 9999-ABEND-ROUTINE .

9100-ABEND-READ-FILE.

���Display ‘EMPTY DATE FILE’.

���Move empty-file-user-code to USER-CODE.

���Perform 9999-ABEND-ROUTINE.

9200-ABEND-WRITE-FILE.

���Display ‘WRITE ERROR ON DATE FILE’

���Display ‘FILE STATUS IS’ + file-status.

���Move write-user-code to USER-CODE.

���Perform 9999-ABEND-ROUTINE.

9300-ABEND-CLOSE-FILE.

���Display ‘CLOSE ERROR ON DATE FILE’

���Display ‘FILE STATUS IS’ + file-status.

���Move close-user-code to USER-CODE.

���Perform 9999-ABEND-ROUTINE.

9999-ABEND-ROUTINE.

���Call ABNPGM using ABNPGM-DATA.

1��:
6 ���Copy JCL, from an existing JCL to new JCL name.

���Replace ‘PROD’ with ‘TEST’.

���Replace JCL name with new JCL name.
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���.%
 ���Copy JCL, from an existing JCL to new JCL name. (Used as

pattern.)

���Delete the steps not needed.

Step 1: Backup date file.

���Ex. Filename of Date file is DATEFILE.

���Create a copy and name it DATEFILE.OLD.

Step 2: Convert date file.

���Infile is the DATEFILE (DATE-FILE-IN).

���Outfile is the new date file (DATEFILE.NEW) with date field

expansion(DATE-FILE-OUT).

Step 3: Rename new date file to original filename.

���Rename DATEFILE.NEW to DATEFILE

Step 4: Error Messages, if any.
���.9
%79.��:%1 ���Copy the old date file to the original date filename

���Copy DATEFILE.OLD to DATEFILE.
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'�������"�������������&������
�������������+�(
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�����.�*��3�
�*�����������
�����

Purpose: Use this coversheet worksheet to verify that necessary
documentation and testing tasks have been completed for a test.


��&�"��������
������ 2+�����5����

)�&�������� 2+�����$����+��

���8����5������

$������

�����

���"����)�������2�����+ ���"����)��

������+��0
+����

�����2�����+�

������������������ )�������;

.�*��3�
���
���� ��� 5� �����������������
�"��
�������

❏ ❏ 0�%!�����%�
$�
����A��"������9

❏ ❏ )����0���
�
����+�E6$�%��������!�9

❏ ❏ ,�$��������+�)��������9

❏ ❏ �%���!�����!��9

❏ ❏ ������
����&��
��9��,�������$�%
��1

�����.�*��3�2�"��%&& �����9������ �������5��� �������)������� ��������&�����

)����:!������
�*1

:�
���+�$���,����������!���1

)����0�&$!����1

�����
�������������
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'�������"�������������&������
�������������+�(
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�����
+��������������������
�����

Purpose: Use this worksheet to define the tasks to be performed during a
test cycle.


��&�"��������
������ 2+�����5����

)�&�������� 2+�����$����+��

���8����5������

���"����)��

$������

�����

���"����)������
+��� 
+����5����� 
+���������������
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'�������"�������������&������
�������������+�(
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�����
�������������
�����

Purpose: Use this worksheet to specify and confirm expected test results.


��&�"��������
������ 2+�����5����

)�&�������� 2+�����$����+��

���8����5������

���"����)��

$������

�����

���"����)���������� 
+��� 
�������� 
�������� 9!������ 2�"� %&&


�������������
����� 5����� 5����� ����������� .������ $������.������ 5��� )�������
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Purpose: Use this worksheet to describe datasets to be used and
produced in a test.
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Purpose: Use this sample implementation schedule as a model template to
produce detailed instructions on the sequence of steps needed to install a
modified release package.

�9$.�			�.����������
�"��)��������������2��������&��
<Subsystem>

 ����+��$�"���������<<=

��+���� John Smith:

Arrange for the Saturday evening (06:00 pm) startup of <job>  to be
put on hold until we call operations to release.  Schedule with James
Doe and get schedule ID.

5������()�!"��������&�����������+4+�4#�������
���$����
����*
!!���������

�%����!�������!������*��*
!!�%�!!������!����#2

4����+��$�"�����>���<<=

��+���� John Smith and Patrick Johnson:

 1. Send E-Mail with list of programs being installed.
 2. Check programs for production copybook names.
 3. Rename production versions of programs and copybooks with MMDD

suffix.
 4. Rename the test version to the production name.
 5. Change the level to one more than the old production level.
 6. Change the status from test to production.
 7. Perform CAPIS procedure for on-line programs (I.T.5).

2������+��$�"�����=���<<=

?��@��� Start after <job1> and <job2> have finished:

 1. Have operations close OXDDATE,OXDSYS.
  Instructions for close and open:
  FbXX112B,#CLObOXDDATE
  FbXX112B,#CLObOXDSYS
  FbXX112B,#OPNbOXDSYS
  FbXX112B,#OPNbOXDDATE
  To check:  From CICS menu pf7, then MRO2bCHKOPEN
 2. Run backup from JCL created from <job1>  and <job2>,   same

backups but with a private GDG name.  Located in PDS <pds>.

 3. Enter Sunday's date in file <file>  using File-Aid format
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<format>.
 4. Convert 7 files.  Date file must be converted using the on-line VSAM

file name.
 5. I.T and use batch production transfer function to move batch programs

to production.
 6. Call operations to release schedule for <job> to start batch processing.

>�		��� Monitor batch runs for ABENDS or anything abnormal.

2����+��$�"�����A���<<=

���	���� Backup transaction file.

B�		���
Monitor <subsystem>  for any on-line problems.

Call James Lee at home when system will be available.

 ����+��$�"�����<���<<=

B�		�������-�����
������� Monitor rating and <subsystem>  for abends or errors.
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Purpose: Use this sample procedure format to produce a contingency plan
to be followed when newly implemented upgrades/changes must be
removed.

<Subsystem> �1$
C%-���.%
9�-.9

2������+�1�����$�����

%�������� Make corrections and continue processing:

 1. Correct program.
 2. Refer to restart section of run instructions in I.R.R.I.

%�������� Need for complete backout:

 1. Restore files from special backup <dataset(member)>.
 2. Call system software to backout CAPIS.  Call on-call CICS support in

pds <pds>.
 3. Backout batch programs and copybooks.
 4. Restart schedule from start.

2����+�%��6������������

%�������� Make corrections and continue processing:

 1. Close on-line files.
 2. Make program corrections.
 3. Open on-line files.

%�������� Total backout:

 1. Have operations close OXDDATE then OXDSYS.
 2. Restore files from special backup using <dataset(member)>.
 3. Call system software to backout CAPIS.  Call on-call CICS support in pds

dataset
 4. Backout batch programs and copybooks.
 5. Rerun Saturday batch schedule.
 6. Have operations open OXDSYS then OXDDATE.
 7. Run program (OXCFBEA) to create a work transaction file from the CFB

using date parameters.
 8. After on-line transaction has been processed until empty:

A. Close the on-line transaction file.
B. Copy the work transaction file to the on-line transaction file.
C. Open the on-line transaction file.
D. Start CICS transaction TR01 to process the transaction file.
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